Employee Productivity Report Template
Employee Information
· Name: ___________________________________________
· Job Title: ______________________________________
· Department: _____________________________________
· Reporting Period: _______________________________
Key Performance Indicators (KPIs)
KPI 1: [Description of KPI]
· Target: _________________________________________
· Actual: _________________________________________
· Performance Rating (1-10): ______________________
· Comments: _______________________________________
· 
· 
KPI 2: [Description of KPI]
· Target: _________________________________________
· Actual: _________________________________________
· Performance Rating (1-10): ______________________
· Comments: _______________________________________
· 
· 
KPI 3: [Description of KPI]
· Target: _________________________________________
· Actual: _________________________________________
· Performance Rating (1-10): ______________________
· Comments: _______________________________________
· 
· 
Task and Project Completion
Major Tasks Completed
1. 
2. 
3. 
Projects Completed
1. 
2. 
3. 
Ongoing Projects and Tasks
1. 
2. 
3. 
Time Management
Hours Worked
· Total Hours Scheduled: __________________________
· Total Hours Worked: _____________________________
· Overtime Hours: _________________________________
Time Allocation (hrs)
	Task/Project
	Hours Spent

	___________________________________
	___________

	___________________________________
	___________

	___________________________________
	___________


Challenges and Solutions
Challenges Faced
1. 
2. 
3. 
Solutions Implemented
1. 
2. 
3. 
Goals for Next Reporting Period
Short-Term Goals
1. 
2. 
3. 
Long-Term Goals
1. 
2. 
3. 
Manager's Feedback
· Comments: _______________________________________
· 
· 
· Recommendations: ________________________________
· 
· 

Employee's Signature: ___________________________
Manager's Signature: ____________________________

Remember: This report is a tool for tracking performance, identifying areas for improvement, and setting clear goals. Use it to communicate effectively with your manager and align your work with the company’s objectives.
